
ANNE 
ARUNDEL 
COUNTY 
* Y L A N D 

Anne Arundel County 
OFFICE OF CENTRAL SERVICES 
Records Management Division 

Schodulo No. 

C - 7 7 0 
Page No. 

1 O f 1 

R E C O R D S R E T E N T I O N A N D D I S P O S A L S C H E D U L E 

AGENCY Department of Public Works DIVISION Water Operations 
litem No. Description Retention 

1. 

2. 

3. 

4. 

DAMAGE ACCOUNTS - KLM 
Files contain information for the billing of repairs 
made by Utilities to property damaged by outside 
contractors and individual citizens. 
OPERATING AND MAINTENANCE (O&M) FILES 
Historical files for all Water sections pertaining 
to well logs, equipment information, facilities and 
wells. Descriptions and specifications for 
construction, maintenance, and operation of wells 
and voter treatment facilities. Vehicle operating and 
maintenance files. 

OPERATING REPORTS AND COST ANALYSIS ^ 
Reports generated for chemistries, pumpage treatment 
processess, for operating and maintaining water 
treatment plants, as well as cost analysis and 
productivity comparisons for the water section. 
REGULATORY REPORTING 
Federal and State government mandatory reporting 
information required about chemistry, production 
and water treatment and operating processess. 
GENERAL FILES - ALL WATER OPERATIONS SECTIONS 
Correspondence files on the administration, operation, 
and maintenance of Water Operations. 
FLSA TIMESHEETS - ALL WATER OPERATIONS SECTIONS 
Contains FLSA - Fair Labor Standard Act - timesheets 
for number of hours and types of leave used per 
employee. 

AGREEMENTS 
Baltimore City water purchases, Bell Atlantic leasing, 
and any miscellaneous water related agreements. 

RECOMMENDATION: RETAIN 
FIVE YEARS , THEN DESTROY 

RECOMMENDATION: RETAIN 
FOR LIFE OF EQUIPMENT/ 
FACILITIES/VEHICLES 
LEAVE OUR AREA - FILES 
GO WITH THEM, THEN 
DESTROY. 

RECOMMENDATION: RETAIN 
FIVE YEARS, THEN DESTROY 

RECOMMENDATION: RETAIN 
FIVE YEARS OR ONE YEAR 
[AFTER STATE AUDIT, THEN 
P E S T R O Y ; 

RECOMMENDATION: RETAIN 
FIVE YEARS , THEN DESTROY 

RECOMMENDATION: RETAIN 
MANDATORY THREE YEARS -
THEN DESTROY 

RECOMMENDATION: RETAIN 
UNTIL LICENSE EXPIRES, 
[THEN DESTROY. 

Schedule Approved by 
Records Management Ollicer 

Date 

Schedule Approved by 
Chief Administrative Officer 

Signature 

Schedule Approved by 
Agency, or Division Representative 

Schedule Approved by 
State Archvist 

[FEB 1 k 
Date Signature 



IWTRUCTOMS - TYFE OR PRII/T A 5EPAT.4TS Fnftu ; o n SAftH U F * 
REVISED RECORO SERIES. FORWARQ WITH RECORDS RETENTION 
S C H S O U U (D6S 550-1) 

D E P A R T M E N T O p G E N E R A L S E R V I C E S 

R E C O R D S MANAGEMENT DIV IS ION 
T7TS WATERLOO ROAD 

P.O. BOX in - JtSSUP. MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

Pane \ Of 7 

1. D E P A H T M E N T ' A G E N C Y 

A. A. Co. DPW-Bur of UTOP 
2. DIVISION 

Water Operations 
1 UNIT 

Administration 
DEFINIT ION • R o c o t d i S t r i c t - A group of r t l i U d r o e o r d i n o r m i i l y Mod i n d u t » * •• i unit for roferenca w*ll r t t i n d o n » n d d l i p o i l d o n p u r p o i t t . 

4. R E C O R D SERIES T I T L E 

Damage Accounts-WIM 
i. E A R L I E S T Y E A R 1 L A T E T E S T Y E A R 

1989TO present 

6. R E C O R D SERIES D E S C R I P T I O N ( Briefly oejerftie the types ol informatiorVdocumenit/forms found m me Senes. Include the purpose or function of the Senes) 

Files contain information for the billing of repairs made by utilities to property 
damaged by outside contractors and individuals 

7. R E C O R D SERIES FORMATfS) 

• L e n a Size 0 MicrofBm 

X I Legal S e e 0 Computer Tzpe 

a Bound Book 0 Floppy Disk 

a Audio T a w • Video Tape 

• Other (Soeofv l 

1. R E C O R D SERIES S E Q U E N C E 

0 Alphabetical 

Ox Numerical 

a Chronological 

• GeograpMcaJ 

• Other iSoedfv) 

9. V O L U M E 

g FHe Orawer i j ) 

a Microfilm Reef (s) 

a Computer Tape (s) 

D Other ISoeerfv) 

Numoer 

I B . A N N U A L A C C U M U L A T I O N 

S P i e Drawer (s) 

• Microfilm Reel (?) 

• Computer Tape(s) 

^ O Other ISoeofv l 

Number 

11. F I LE IS U S E D 

a O&ly • Weekly f £ Monthly 

H . F I L E B E C O M E S I N A C T I V E A F T E R 

J O Manthlsl « Yeartsl 

Number 

13. C U R R E N T L O C A T I O N ^ ) (Bit*}.. Floor. Ream) 

7409F B & A Blvd 
Glen Burnie MD 

14. IS R E C O R D SERIES DUPLICATED E L S E W H E R E ? (II yes. specify agency or office) 

n Yes -B No 

19. A C C E S S R E S T R I C T I O N S (II res. a le !aw(s) 8 regulation)*) 

a Yes No 

18. A U D I T R E Q U I R E M E N T S 

K None o State O Federal • independent 

17. IS A N INDEX S Y S T E M USED? pi yes explain briefly and 

J e s a c e any hsroware/'soRwere) 

a X Y e s IDDU Provides 0 tia 
Information about each damage 

11 R E C O M M E N D E D R E T E N T I O N 

5 Years 

19. NAME A N O T I T L E O F PREPARER 

Sarah A. Shanefelter, MAI 
20. T E L E P H O N E N U M B E R 

410-222-6070 
21. D A T E 

6/30/94 



|l<S?RUCnOK5 - TYFE OR PRIMT A 5EPWUTB FOfiU fOR £ACM UFM 
REVISED RECORD SERIES. FORWARD W11M RECORDS RETENTION 
SCHEOULE (DC5 m t | 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S MANAGEMENT DIV IS ION 

7775 WATERLOO ROAD 

P.O. 80X y S - JiiSU?. MARTIANO JOTW 

A G E N C Y R E C O R D S I N V E N T O R Y 

Paa« 2 Of 7 

1. D E P A R T M E N T / A G E N C Y 

A. A. Co. DPW-Bur of UTOP 
2. DIVISION 

Water Operations 
3. UNIT 

Administration 
DEFINIT ION • R t e o i d i S t r t n - A group of r i i i t o d r t c o r d t normally f l l td i n d t m * t unit (or r t f t r m c * *• wt t l t i retention » r td d l tpoeHJon p u r p o i M . 

4. R E C O R D SERIES T I T L E 

Operations and Maintenance Files 
S. E A R L I E S T Y E A R 1 L A T E T E S T Y E A R 

1980 Too re sen t 

(. RECORD SERIES D E S C R I P T I O N ( Briefly Oesertoe the types ol informanarVoxummivtorms found in me Series. Include the purpose or function or the Series) 

Historical files for all water systems pertaining to well logs, equipment information, 
facilities and wells, descriptions and specifications for construction, maintenance 
and operation of wells and water facilities vehicle operation and maintenance files. 

7. R E C O R D SERIES FORMATfS) 

• letter S e t Q Microfilm 

i l l e g a l S e e a Compute* Tape 

a Bound Book a Floppy Disk. 

• AuoSo Tcce • Video Tape 

o Other (Soeofv l 

S. R E C O R D SERIES S E Q U E N C E 

A^haoetical 

0 Numerical 

r|j Chronological 

a Geographical 

• Other (Soedfv) 

9. V O L U M E 

g File 0rawer|s) 

D Microfilm Reel (s) 

O Computer Tape (s) 

• Other (SDflofvl 

.15 
Numoer 

10. A N N U A L A C C U M U L A T I O N 

3§ R e Orawar (s) 

• Microfilm Reel (s) 

• Computer Tapefs) 

Q Other ISoeafv) 

3 
Number 

11. F ILE IS U S E D 

c K OaJy • Weekly • Monthly 

I t F ILE B E C O M E S I N A C T I V E A F T E R 

7 • Manthlsi * o Vesrls) 

Number 

13. C U R R E N T L O C A T I O N ( S ) (Bldg.. Floor. Room) 

7409D B & A Blvd f G l e n Burnie Dorsey WTP 

14. IS R E C O R D SERIES O U P U C A T E D E L S E W H E R E 7 (II y<=» specify agency or office) 

D l a Or N O 

A r n o i a vvi'P ~ • 

15. A C C E S S R E S T R I C T I O N S III r o . trio 'sw(S) S regulationls) 

a Yes a No 

16. A U D I T R E Q U I R E M E N T S 

» None o State a Federal • irufependent 

17. tS A N INDEX S Y S T E M USED? (W yes. explain bntfty and 

desenbe any hsrowanysortware) 

•k Y g Computer prrrrjrams 3 f J° 
to s n c e s s v p h i r . l ^ maintena 

11 R E C O M M E N D E D R E T E N T I O N 

For life of facility or vehicle 
i c e , well maintenance record 

19. N A M E A N D T I T L E O F PREPARER 

Sarah A. Shanefelter, MAI 
30. T E L E P H O N E N U M B E R 

410-222-6070 
21. D A T E 

6/30/94 



I K s r p u c n o K s - TYPE O R P R I M T A S E P M U T S FnftM ? O R £ A C H N E W 

REVISED RECORD SERIES. FORWARrj W I T H RECORDS RETENTION 
SCHEDULE (DGS 550-1> 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S MANAGEMENT DIV IS ION 

7775 WATERLOO ROAD 

P.O. BOX 175 • JeSSUP. MARYLAND. 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

Pane 3 Of 7 

1. D E P A R T M E N T / A G E N C Y 

A. A. Co. DPW-Bur of UTOP 
2. DIVISION 

Water Operations 
2. UNIT 

Administration 
DEF1H1T10H • R o e o i d i S t r l m - A group of r o l i U d r o c o r d i normally Mod i n d u t t i i t • unit for reference t o Moll >• r t t o n d o n » n d d l i p o d t i o n purpotM. 

4. R E C O R D SERIES T I T L E 

Operating Report and Cost Analysis 
5. E A R L I E S T Y E A R 1 L A T E T E S T Y E A R 

1970 T 0 present 

8. R E C O R D S E R I E S D E S C R I P T I O N ( Briefly oesenbe ths types ol informatiorVcocumerui/fonns found m me Senes. Include the purpose or function of the Senes) 

Reports generated for chemistries, pumpage treatment processes, for operating and 
maintaining water treatment plants, as well as cost analysis and productivity comparisons 
for the water section. 

7. R E C O R D SERIES F O R H A T f S ) 

• Letter Size 0 Microfilm 

£ Legal Size 0 Computer Tape 

a Bound Book a Floppy Disk 

a Audio T a w • Video Tape 

o Other (SoeorvV 

1. R E C O R D SERIES S E Q U E N C E 

£ Alphabetical 

0 N u m e r a l 

a Chronological 

• Geographical 

n Other iSeeriivl 

9. V O L U M E 

fit File Orawer(s) 

• Microfilm Reel (9) 

a Computer Tape (s) 

• Other ISoeerfvl 

Numoef 

I S . A N N U A L A C C U M U L A T I O N 

K File Orawer (s) 

• Microfilm R e d (s) 

• Computer Tapefs) 

n Other (Soeofv l 

Number 

11. F ILE IS U S E D 

q x O a J y • Weekly • Monthly 

1 1 F ILE B E C O M E S INACT IVE A F T E R 

2 o MantMsi Year(s) 

Number 

13. C U R R E N T L O C A T I O N S ) (Bldg... Floor. Room) 

7409D&F B & A Blvdr Glen Burme 
Arnold WTP 
Dorsev WTP 

14. IS R E C O R D SERIES DUPLICATED E L S E W H E R E ? (If yes 5*e*Y W ^ n c y or office) 

• Yea NO 

19. A C C E S S R E S T R I C T I O N S III res. cite law's) & regulation(s) 

• Yea £ No 

16. A U D I T R E Q U I R E M E N T S 

•x None o Slate • Federal o independent 

17. IS A N INDEX S Y S T E M USED? (11 yes. explain briefly and 

descnbe arty haroware/ionwate) 

Computer Generated 
a Y g Water information0 N a 

Pr-ic -H -i n f o r m a f i / - i n 

11 R E C O M M E N O E D RETENT ION 

Five Years 

I S . N A M E A N D T I T L E O F P R E P A R E R 

Sarah A. Shanefelter, MAI 
20. T E L E P H O N E N U M B E R 

410-222-6070 
21. D A T E 

6/30/94 



IMSTRUCTT0M3 - TYFE OR PRIIJT A SGPAJUT1 Fn f iu fOR *ACH UFM 
REVISED R£CX)R0 SERIES. FORWARD WI1H RECORDS RETENTION 
SCKSQUl f (DGS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S MANAGEMENT DIVISION 
7775 WATERLOO ROAD 

P.O. BOX 2ft - RiSU?. MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

4 7 
P a a » H Of ' 

1. D E P A R T M E H T I A C E N C Y 

A. A. Co. DPW-Bur of UTOP 
2. DIVISION 

Water Operations 
3. UNIT 

Administration 
D E f l H l T I O H - R teo i t f t S t r t n • A group of rotated r o c o r d f no rmi i l y Mod i n d u i t « •• I unit for r t f o n n c o •• woll t i r t t t n d o n and d l i p o i l H o n p u r p o i » « . 

4. R E C O R D SERIES T I T L E 

Regulatory Reporting 
S. E A R L I E S T Y E A R 1 L A T E T E S T Y E A R 

1987 represent 

6. R E C O R D SERIES D E S C R I P T I O N ( Briefly desert* ths t y p o ol ipformatiorVdocumerus/forms found in i t * Senas. Include the purpose or function of the Senes) 

Federal and State government mandatory reporting information required about 
chemistry, production and water treatment and operating processes. 

7. R E C O R D SERIES FORMAT (S) 

D Lener Size a Microfilm 

a ^ . e g a l S e e 0 Computer Tape 

a Bound Book a Floppy Disk 

a Aur io T a x a Video Tape 

a Other (Soeerfvl 

1 R E C O R D SERIES S E Q U E N C E 

£ Aphabeticai 

TO Numerical 

^Chrono log ica l 

• Geographical 

• Other iSeedhj) 

9. V O L U M E 

^ File 0ra*ef|j) 

• Microfilm Reef (3) 

a Computer Tape (s) 

• Other ISneefv l 

22 
N iimner 

I S . A N N U A L A C C U M U L A T I O N 

I t File Drawer (s) 

a Microfilm Reel (?) 

a Computer Tapefs) 

O Other I S o e a M 

Number 

11. R L E IS U S E D 

b X o a r r r ° Weekly • Monihty 

I t F I L E B E C O M E S I N A C T I V E A F T E R 

2 a Manthfsl % Yrar(s) 

Number 

13. C U R R E N T L O C A T I O N ( S ) (Blda.. Floor. Room) 

7409 D&F B & A Blvd, Glen Burni 
Dorsey WTP 

14. IS R E C O R D SERIES DUPLICATED E L S E W H E R E ? (If yes. specify agency or office) 

! 
• Yes Jfe NO 

19. A C C E S S R E S T R I C T I O N S (II yes. cite !ar*(5) 8 regulalionlsj 

a Yes r X No 

1S. AUOIT R E Q U I R E M E N T S 

• None 56 state & Federal o independent 

17. IS A N INDEX S Y S T E M USEDT (II yes. explain briefly and 

deserve any harowarenoftwaie) 

Computer Generated 
a * Yes q - t - s - i - p R ^ p n r - H n g 0 No 

__ Information 

11 R E C O M M E N O E D R E T E N T I O N 

' Five Years or One Year After Audit 

19. N A M E A N D T ITLE O F P R E P A R E R 

Sarah A. Shanefelter, MAI 
20. T E L E P H O N E N U M B E R 

410-222-6070 
21. D A T E 

6/30/94 



INSTRUCTIONS - TYFE OR PRlffT * S S P A T U T ? FORM ? O R £ A C H UPH 
REVISED RECORD SERIES. F O R W A R D W I T H RECORDS RETENTION 
SCHEDULE (DCS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S MANAGcMENT DIVISION 

7773 WATERLOO ROAD 

P.O. BOX 275 • JeSSUP. MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

Paoe 5 Of 7 

1. D E P A R T M E N T / A G E N C Y 

A. A. Co. DPW-Bur of UTOP 
2. DIVISION 

Water Operations 
3. UNIT 

Administration 
DEFINIT ION - R t e o r d i S t r t n - A group of related r o e o r d i normally Mod i n d mod i unit for r o f i r t n c o >• woll I I r t tandon and d l t p o t l f f o n p u r p o i n . 

4, R E C O R D SERIES T I T L E 

General Files- All Water Operations Sections 
i. E A R L I E S T Y E A R 1 L A T E T E S T Y E A R 

1989 T 0 present 

6. R E C O R D SERIES D E S C R I P T I O N ( Briefly describe the types ol infcnnatiotfcocuments/forms found in me Senes. Include lhe purpose Of function of the Senes) 

Correspondence files about the administration; operation and maintainance of 
Water Operations 

7. R E C O R D SERIES F O R M A T ' S , 

Q Letter S e e Q Microfilm 

o X L e g a l S e e • Computer Tape 

a Bound Book 0 Floppy Disk 

a A u d o foe • Video Tape 

• Other (Soeofvl 

S. R E C O R D SERIES S E Q U E N C E 

X i A^habeticai 

O Numerical 

a Chicrtotogjcai 

0 Geographical 

n Other (Soeeifv) 

3. V O L U M E 

55 File Orawer(s) 

• Microfilm Reel (9) 

a Computer Tape (s) 

a Other (Snecrfv) 

lb 
Numner 

10. A N N U A L A C C U M U L A T I O N 

H File Oravret (s) 

a Microfilm Reel (s) 

a Comcvter Tape(s) 

(3 Other (SoecrM 

Number 

11. F ILE IS U S E D 

OaJy • Weekly • Monthly 

1 1 R L E B E C O M E S I N A C T I V E A F T E R 

2 o Manth(s) o r Year(s) 

Number 

13. C U R R E N T L O C A T I O N ( S ) (Bldg.. Floor. Room) 

7409 D&F B & A Blvd, Glen Burnie 
Arnold WTP 

14. IS R E C O R D SERIES DUPLICATED E L S E W H E R E ? (If yes. specify agency or office) 

• Yes Ot NO 

Dorsey WTP — ~~— 
15. A C C E S S R E S T R I C T I O N S (II res. cite 'aw(s) & regulation(s) 

• Yes S i r N o 

16. A U D I T R E Q U I R E M E N T S 

j f j None o Stale • Federal • independent 

17. IS A N INDEX S Y S T E M USED? (11 yes. explain briefly and 

descnbe any hanjware/sonware) 

• Yes o N o 

19. R E C O M M E N O E D R E T E N T I O N 

Five Years 

19. N A M E A N D T I T L E O F PREPARER 

Sarah A. Shanefelter 
20. T E L E P H O N E N U M B E R 

410-222-6070 
21. D A T E 

6/30/94 
0S3 55<M (Rnaed 'J5S\ 



INSTRUCTWKS - r r F E OR t PRiirr t S E P A W T ? Fnf iu ; O R E A C H N F W 

REVISED RECORD SERIES. FORWARD W I T H RECORDS RETENTION 
SCWOULE (DCS 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S MANAGEMENT DIVISION 

7775 WATERLOO ROAD 
P.O. 90X 175 • JeSSUP. MARYLAND 20794 

A G E N C Y R E C 0 R C S INVEM TGRY 

Paae 6 Of 1 

1. D E P A R T M E N T / A G E N C Y 

A. A. Co. DPW-Bur of UTOP 
2. DIVISION 

Water Operations 
3. UNIT 

Administration 

DEFINIT ION • R t c B i d i S t r i n - A group of related r t c o r d i normally fll*d and u i t d i t i unit for r i f i r t n c n well a t r t lant ion » r td d l t p o t l d o n p u r p e i M . 

4. R E C O R D SERIES T I T L E 

FLSA Timesheets 
i. E A R L I E S T Y E A R 1 L A T E T E S T Y E A R 

1990TQpresent 

B. R E C O R D SERIES 0ESCR1PTI0M ( Briefly desert* the types ol infcrniatiorVdocumenivforms found in the Series. Include ihe purpose Of function of the Senes) 

Fair labor Standard Act timesheets for number of hours and types of leave used per' 
employee(120 employees) 

7. R E C O R D SERIES F O R M A T S ) 

• Letter S e e a Microfilm 

• Legal Size 0 Computer Tape 

a Bound Book 0 Floppy Disk 

a Audio Tape t3 Video Tape 

8 Other (Soeofv l Notebook 

8. R E C O R D SERIES S E Q U E N C E 

3 A4>habeiieai 

o Numerical 

£ Chronological 

• Geographical 

n Other iSrttrifvl 

9. V O L U M E 

• f i le Orawer(s) 

a Microfilm Reel (s) 
a Computer Tape Is) 

. • Other I S r w c r f v f N O t e b O O k 5 ^ 
NumDer 

10. A N N U A L A C C U M U L A T I O N 

O File 0 rawer (s) 

• Microfilm Reel (s) 

• Computer Tape<s) 

a Other ( S o e a f Y l N O t e b O O k 

0 
Number 

11. R L E IS U S E D 

a Oady <x Weekly • Monthly 

I t F I LE B E C O M E S I N A C T I V E A F T E R 

3 a Monthfsi Yrar(s) 

Number 

13. C U R R E N T L O C A T I O N ( S ) (Bldg. Floor. Room) 

7409 D&F B & A Blvd, Glen Burni 
Dorsey WTP 

14. IS R E C O R D SERIES DUPLICATED E L S E W H E R E ? {If yes specify agency or office) 

e • Yes -U No 

15. A C C E S S R E S T R I C T I O N S (It yes. cite 'sw(s) S regulation(s) 

• Yes £ No 

16. A U D I T REQUIREMENTS 

• None o Stale <X Federal • independent 

17. IS AN INDEX S Y S T E M USED? pr yes. explain bnefTy and 

deserve wry rarowanvsorrware) 

M. T & A on system 
c K Y e J a No 

1(L R E C O M M E N O E D RETENT ION 

3 Years Mandatory 

19. N A M E AMD T I T L E O F PREPARER 

Sarah A. Shanefelter, MAI 
20. T E L E P H O N E N U M B E R 

410-222-6070 
21. D A T E 

6/30/94 

0G3 55<W ( H « n « d 'J5S\ 



INSTRUCTIONS - TYFE OR PRINT * SEPARATE Fnf iu ; O R fkCM NFW 
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION 
SCHEDULE (DGS 550-11 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S MANAGEMENT DIV IS ION 

7775 WATERLOO ROAD 
P.O. BOX 275 • JeSSUP. MARYLAND 2079* 

A G E N C Y R E C O R D S I N V E N T O R Y 

Pant ^ Of 7 

1. D E P A R T M E N T / A G E N C Y 

A. A. Co. DPW-Bur of UTOP 
2. DIVISION 

Water Operations 
3. UNIT 

Administration 
DEF1N1TIOH - R e c o r d ! S a r i n - A group cf r e l i U d r e c o r d ! normally r l ltd i n d u u r f i t I unit for reference •• wall n retention and d l i p e t l t i o n p u r p o i * * . 

4. R E C O R D SERIES T I T L E 

Agreements 
5. E A R L I E S T Y E A R f L A T E T E S T Y E A R 

1970rrpresent 

« . R E C O R D S E R I E S D E S C R I P T I O N ( Briefly deser t* the types ol infomiatiorVdocuments/torms found m me Senes. Include the purpose or function of the Senes) 

Baltimore County Water Purchases, Bell Atlantic leasing, and Miscellaneous 
Water related arguments 

7. R E C O R D SERIES F O R M A T S ! 

H Letter S e e 0 Microfilm 

• Legal Size 0 Computer Tap* 

a Bound Book a Floppy Disk 

a Audio T a x • Video Tape 

a Other (Soeafv l 

1. R E C O R D SERIES S E Q U E N C E 

Alphabetical 

0 Numerical 

0 Chronological 

• Geographical 

• Other iSoecrfv) 

9. V O L U M E 

File Orawer(s) 

• Microfilm Reel (s) 

O Computer Tape (s) 

] y T o Other ISDeafv) 

Numoer 

10. A N N U A L A C C U M U L A T I O N 

File Drawer (s) 

a Microfilm Reel (s) 

• Computer Tape(s) 

O Other ISoecrM 0 
Number 

11. F ILE IS U S E D 

As required 
• Oaiy • Weekly • Monthly 

I t R L E BECOMES I N A C T I V E A F T E R 

0 a Manthisi • Y w r t s l 

Number 

13. C U R R E N T L O C A T I O N ' S ) (Bldg, Floor. Room) 

7409F B & A Blvd 
Glen Burnie 

14. IS R E C O R D SERIES DUPLICATED E L S E W H E R E ? (II yes. specify agency or office) 

Court House 
K Yea m - U P W — ° N 0 

19. A C C E S S R E S T R I C T I O N S (If yes, ata 1*w(s) S regulalion(s) 

a Yes C K No 

IK . AUDIT R E Q U I R E M E N T S 

CC None a Slate 0 Federal • independent 

17. IS A N INDEX S Y S T E M USED1 (If yes explain briefly and 

d e s e r t * any hargware/sorrware) 

a Yes 0 No 

11 R E C O M M E N D E D R E T E N T I O N 

perpetual 

19. N A M E A N D T I T L E O F PREPARER 

Sarah A. Shanefelter, MAI 
20. T E L E P H O N E N U M B E R 

410-222-6070 
21. D A T E 

6/30/94 

•-" SJS 4 P f t m ! ; - " 1 


